AS-29-77 Resolution Regarding Faculty Information Awareness by Ad Hoc,
ACADEMIC SENATE 

of 

CALIFORNIA POLYTECHNIC STATE UNIVERSITY, SAN LUIS OBISPO 

AS-29-77/Ad Hoc 
May 10, 1977 
FACULTY INFORMATION AWARENESS RESOLUTION 
RESOLVED: 	 That the changes in the attached Administrative Bulletin 70-8 
be endorsed by the Academic Senate and forwarded to President 
Kennedy for his approval. 
APPROVED 	 MAY 10, 1977 

CALIFORNIA POLYTECHNIC STATE UNIVERSITY ADMINISTRATIVE BULLETIN 70-8 
SAN LUIS OBISPO 
INTERIM POLICY AND PROCEDURES STATEMENT ON 
FACULTY PERSONNEL FILES 
I. 	 The official personnel file, being that file maintained in the office of the 
school dean or division head and containing all the materials which form the 
basis for decisions in personnel actions, including appointment, reappointment, 
tenure, promotion, and separation, shall be open to inspection by the individual 
faculty member who is the subject of the file and by a committee or administrative 
officer (i.e., the Director of the University Library, school deans, Dean of 
Students, vice presidents) for all academic rank employees, professional librar­
ians, and other academic-related employees. The custodian of the files is 
responsible to the University President for their maintenance in accordance with 
this policy. 
A. 	 The following committees shall be authorized to have access to the files: 
established department or school tenured faculty committees authorized to 
review personnel actions, Personnel Review Committee, Grievance Committee, 
and Disciplinary Action Committee. Such access shall be only by the specific 
committee dealing with a case and only to the file concerned. 
B. 	 Administrative personnel who are authorized to have access to the files are: 
the department head of the faculty member who is the subject of the file, the 
academic dean and associate dean of the school, the Director of Personnel 
Relations, the Vice President for Academic Affairs, the President, and any 
additional person or committee acting pursuant to official business the 
President shall designate following consultation with the Executive Committee 
of the Academic Senate. 
II. 	 Materials shall be placed in faculty personnel files by administrative personnel 
and/or department committees charged with personnel matters and by the individual 
who is the subject of the file. 
A. 	 The official personnel file shall contain all materials pertinent to the pro­
gress and welfare of the individual faculty member after initial appointment, 
including, but not limited to, performance evaluations, letters of reference, 
and other documents which in the judgment of the custodian may be useful in 
personnel matters, but shall not contain documents such as payroll, insurance, 
and retirement records; and shall not contain published articles, papers, or 
books authored by the subject faculty member. The previous sentence shall not 
be construed to mean that research efforts and/or professional activities can­
not be submitted by an individual faculty member at appropriate times. 
B. 	 A method shall be established within each school or division which permits the 
faculty member to read the material included in the faculty member's file upon 
implementation of this policy and at any future time that other material is 
added. The method adopted shall be exact and administered in a proper and 
efficient manner to assure the maintenance of these files as confidential and 
privileged information. Copies of material may be made by the faculty member. 
itti~t t~it ~t i tittit ¢t ¢t~it ¢¢t~~iit Mii ~iii t~~~~tti¢ ~t i t~ntti 
ti¢~1~¢~itt i t¢~f wit ~i ¢i¢i ¢itt ~~¢i t~i wttttii i~~t¢1it ~t t~i ~i¢~1~¢~it 
¢~~¢~ittni t~i ¢¢¢~¢iii/ Alleged violations of this procedure shall be subject 
to review by an ad hoc committee of the Academic Senate which will recommend 
appropriate action. 
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A written record must be kept in the file indicating the name and position 
of who has had access to the file, iwd on what date, and the purpose for 
inspection of said file. Except for the appropriate school dean, appro­
priate department head, and appropriate departmental or school tenured 
faculty committees authorized to review personnel actions, the subject 
faculty member shall be notified in writing whenever anyone has gained 
access to his/her file. 
C. 	 Any adverse written evaluation of a faculty member received from any source 
shall be returned to the originator or destroyed by the file custodian unless 
the originator agrees to its inclusion in the faculty member's personnel file 
in accord with this policy. In any case, the individual faculty member shall 
be notified immediately whenever an adverse written evaluation has been added 
to his/her file. 
Written evaluations which are not identifiable as to authorship shall not be 
retained. This restriction does not apply to student evaluations of faculty 
teaching performance which identify the source by specific course and class 
section and result from the implementation of established university procedures 
which are approved by the faculty member's school and department and which are 
for the use of the person being evaluated, the department tenured committee, 
and the department head. Written statements of faculty evaluation by tenured 
department staff may be signed by a departmental evaluation committee chair­
person in behalf of the committee or by the committee members. 
D. 	 Letters of recommendation or confidential placement files used in the course 
of the original appointment of the subject faculty member shall constitute an 
exception to the access rule in Section I. Such material shall be kept in the 
file in a sealed envelope appropriately labeled to indicate the nature of the 
contents and that the subject faculty member shall not have access. Material 
to which the faculty member is not to have access shall be temporarily removed 
from the file when the file is made available to the faculty member for inspec­
tion. If this material is considered in personnel actions subsequent to the 
individual's employment, then those records shall be disclosed to the employee 
in the exact form in which they were considered. If the identity of the author 
or any part of the materials is deleted, such deletions must be made prior to 
the use of the material in a subsequent personnel action. At i~i iwd ~t any 
time after the fourth year of full-time academic rank employment such material, 
if so requested by the faculty member, ~ij shall be destroyed by the file 
custodian or returned to the originator it $6 iiijiitiid. 
III. Removal, amendment and/or response to personnel file materials. 
A. Materials may be removed from the personnel file specified in Section II,A.: 
1. 	 By mutual consent of the faculty member and the dean, initiated by either 
party; or, 
2. 	 If the dean or the faculty member does not consent, either party may appeal 
to the Personnel Review Committee of the Academic Senate, which shall deter­
mine whether the request for removal shall be granted. If the parties 
involved do not concur in this determination, it may be appealed to the 
President. Upon appeal, if the President or his designee refuses the appeal 
for removal, he/she must state the reasons for the refusal in writing and 
place that written statement in the employee's personnel file. 
B. 	 The subject faculty member may seek amendment of materials which the individual 
regards as being erroneous or misleading by the same procedures as in Section 
III,A. 
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C. 	 In accordance with established procedures in grievance or disciplinary action 
cases, materials may be removed fromthesubject faculty member's file pt~f fided iMii i~e tilitif me~it is i~ i~iitied after the faculty member has 
been notified in writing that such removal is about to take place, after the 
faculty member has had an opportunity to review and duplicate said material, 
and after the faculty member has had explained to him/her why the material 
is being removed. 
D. 	 The subject faculty member may forward to the file custodian for addition to 
the personnel file any materials contained in the file. Such a response will 
be attached to the original statement(s). 
1. 	 The addition of any materials which in the judgment of the school dean 
are derogatory to any other faculty or administrative staff members shall 
be an exception to the right to add materials. The subject faculty member 
may appeal the school dean's decision to the personnel review committee of 
the Academic Senate. 
